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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

ot. RECORDS MANAGEMENT DIVISION 

DIVISION OF OPERATIONS: Provides staff support to the Department in the 
areas of Maintenance, Traffic Engineering and Safety, Utilities, Permits 
and Enforcement, Equipment Management and Field District supervision. 

bridge inspection, asphalt plant operations, Sign Shop, Centerline 
Shop, Emergency Operations Center, maintenance budget and Maintenance 
Management System. 

OFFICE OF MAINTENANCE: Has responsibility for roadway and bridge maintenance, 

- 
7. Record Series Description 

Documents relating to: 

This f i le contains the following documents (include form numbenand rifles, ifanyJ: 
Amch samples of the file. 
Maintenance Management System 

INSTRUCTIONS: See Publication No. 76-EM-1 for instructions on completing th is  form. Forward signed original to 

Department of Transportation 
#2 Capitol Square 
Office of Maintenance 

8. PI] Estaoitsn Retention Schedule: record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 

File isarranged: By report number by date. 

8. Monthly Rcferenm Rate How often are records referred to which are: i 

c. 0 Amend Application No. 
4. Dates of Series I 5. Records Series Title ffollowed by 

I Earliest Latest I I 
I To date Maintenance Management System ~ i ~ ~ f + & ~  Copies 

\ .  

1974 
6. Division and Office Function What is the function of the Division and the Office in which t h i s  record series is  created? 

., ! 
, , ~ .  .'Y' I 

. j h .  ... . ~ 

File isarranged: By report number by date. 
,' f \ . .'~ . .  

8. Monthly Rcferenm Rate How often are records referred to which are: 

One to six months old 0 ; Seven to twelve months old 2; Thineen to twentpfour months old 3 ; , . twenty-five months and older-2- ?. * 

9. Annual Rate of Accumulation of Remrds 
Letter-size drawers ; Legal-size drawers . '\ ;Shelves- 

. .  . 

. .  
. .  
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a. State Law years. d. Audit period years. 
b. Statute of limitation years. c. Administrative need 20 ,years. 
c. Federal law years. f. Federal retention instructions L y e a r r .  

Attach copy or excerpt of laws or regulations. Explain administrative need. 

e. 
\, 

Long term cost comparison and research/special study value. 

2. Aoorovcd Disposition Instructions This agency recommends that  the f i le series be cut otf a t  tht end of each: 
(3 Calendar Year; dil Fiscal Year: 0 Other then, 

0 Hold in the current t i les  area month(s1 yeark); then 
0 Transfer to local holding area, hold 
(3 Transfer to State Records Center: hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
[x Other (Specify) 

year(s1; then 
year(s1; then 

Reference Copy - Hold in current files 10 years, and unti, no 
needed for reference, then destroy. 

Cut off file at the end of each fiscal year, 
transfer to Archives Security Micro Film Vau 
hold 20 years, then destroy. 

Security Copy - 

longer 

then 
t, 

These instructions apply to a l l  prior and future accumulations of the series. 

lemmmendations in para- 
raph 12 are approved. 
'f disapproved. attach letter 
f explanation.) 
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